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(a8) The decision as to what materials are to be considered vital
is the responsibility of each individual office, The definition of

.
Rl

Vital Materials as stated in agency regu.lat.ion ho-é is the guide to be

used in making this determination,

When it is obvious that a document is not vital it is called to
the attention of the area records officer of the office responsible for
depositing the material, The area records officer in turn requésts the

-person responsible for submitting the questionable document to reconsider
his evaluation,

Results obtained from this screening have been successful in cone
vincing the depositing of fice of the difference between materials which
would at best be helpful to the reconstruction of an office and those
which would qualify as vital to reconstruction.

To effect a control and to keep current the vital materials holde
ings of an office, each area records officer has been requested to
carefully review the quarterly inventory report of vital materials,

(b) All offices of the agency have been requested to provide this
office with lists of materials which they consider to be vital to the
reconstruction of their respective offices,

These lists have been very helpful in detecting needless duplica-
tion and in providing the information necessary to the establishment of
schedules which will result in complete, but not duplicated, files of
materials vitsl to %1 officef. One example of this is the respon-
sibility assigned to the Personnel Office for depositing position ine
ventories of the entire agency, #@ther examplep ‘gc the responsibility
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of the Comptrollers Office for depositing allAvit.al budgetary and

financial arrangements and agreements, otoiiaminss) ,

With few exceptions all vital materials pass through this office
making it possible to detect duplication, Few instances of duplication
have been found and in most of these cases the duplication has been
Justified for specific operational reasons, ?V*" ""'3::5'{; b

(¢) It is assumed that the only records of continentsl field stations
that would be considered vital are CIA informational reports, finished
intelligence reports and information pertaining to localized sources of
information, The controlled deposit of all information and intelligence
reports and the scheduled deposit of the integratéd source indices by
headquarters office assures the completeness of this information., Also
continuance 61.‘ the present procedures precludes the inconvenience and

Frbtls Or Fecid

delays incurred_ in getting such information from the Ps6's in the event

of an emergency,
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